www.GSAglobalsupply.gsa.oov

This basic tutorial will
take you step by step
through a typical
shopping session. The
tutorial will also point
out many of the
exciting features GSA
Global Supply has to
offer.

Navigation: If the tutorial opens up in your web browser, simply click your mouse to
advance to the next slide. Use the “Backspace” key to go back. If the tutorial opens in the
PowerPoint application, click on “F5” to view the tutorial. Use the spacebar or click your
mouse to advance to the next slide. To go back, click on the “Backspace” key. To save
the tutorial to your hard drive, right click your mouse over the “Here” link and double
click on “Save Target As...”. Then select the location on your hard drive to save the file.
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N Global Supply =

... Your Refiable Govarnmen! Source Welcome to the GSA Global Supply Home Page”
. Login:

1knee 10

If you already have either a GSA Advantage or GSA Global
i h Supply "User ID" and "Password" you can enter them in the
| "Login' box to begin shopping.

L Ll rr -
w time and are guaranteed full complance with governmeant
Tovgat o User 10 o scquesition policies and socig-ecanomic regqulatans. And GS4A
S P e provedes scocountability from order instiation through delivesy
and billing,
Jime vour Ueer [0 and
i bt =t i To create your “User ID” and

“Password” click on this link.

WAy I Shop
G SA Global Scpply

1 Sewduiss Anyone can search for items on GSA Global
Supply entering keywords in the “Search”
| _ Advanced Search box. However, if you wish to purchase
7 Cluick Order products, you will need to obtain a “User I1D”
and “Password” and to “Login™.
Enter HEH Enter Quantity
» GEA Global Ez.lppiy'-.':'illlust:-m tailor informeation based on your
- mierests, purchasss and visits
3. Re-Order from a Pravious Order * G8A Global Supply will remember your parked carts and cart numbers,
50 you won't have to,
4, FEDSTRIP/MILSTRIP Crol * ¥You can Add/Modify/Delete multipla paymant methods (credit card and
Aal),
5. Order from your Parked Carts Lol



Mmber Registration

View a Tutorial of the
— G54 Global Supply

In order to purchase items and use many of the enhanced features of GSA Global Supply,
you must register a unique User ID and a method of payment. If you have Javascript
disabled on your browser, by pass the bureau selection and complete the reqgistration,
you will be prompted to select a bureau.

* Agency:(Dept of Horneland Security ermmplovees: Enter vour old agency an . .
Conustt to DHS later) On the registration form, make sure

_Select- to fill in all fields marked with an
“*»_All other fields are optional.
* Bureau Code (if your bureau is notlisted, please select the first bureau shotimn ]

—selecta Bureau — j

* First Mame : * Last Mame:

* phone: Fax:

Enter your shipping address in
this area. This will be the

Enter a U.5. Shipping Address below. This is going to be your default . defaUIt_ addresfs where your
(APO/FPD Customers - enter city as APD or FPO, state as AA, AEo| items will be shipped, unless

FPO zip code): you specify a different address
during checkout.

Shipping Address Line2:

Shipping Address Line1:

City: State:

* Zip Code:

* E-mail Address: Enter a valid e-mail address so we may
_ notify you of the status of your order(s).




Please be sure to write down your User ID, Password, and answer to the
question below!

* User ID: (Must be at least six(6) characters long. ]

I ' Enter a six (6) character “User I1D” and an eight (8)

* Password: (Must be at least eight (21 ch| Character “Password”. You will need both of these in

I'l h order to purchase products on GSA Global Supply.
Make sure to record this information.

* Re-enter Password:

|

Fill in your mother’s maiden
Secret Question: What is your mother's maiden name? name or any other single word
[enter a word or sormething yvou will rermermber, Thiz zecret answer wi you can remember in this box.
loze wvour Uzer ID or Paszword), We will use this answer to
* The Answer _ help identify you should you
! _ _ forget your login information.
Would yvou like to receive e-mail status updates for your Cheemee

* vos o

If you forget or lose your “User 1D” and/or
Content: “Password,” then select “Click Here” in the

| Consolidated - Send me one daily message combining a “Login™ box on e G Glo_bal _Supply h_ome
page to retrieve your “Login” information.

Formnat:

I HTkL{recommended for Microsoft Outlook and MNetscape Messenger) j

Would yvou like to receive Advantage news alerts via e-mail?
# vas © No

P — Click on “Register” to submit your
|_¥ Register | _ information and to begin shopping!




+G5A =Giobal Supply *Sacurity =What's Mew =Advantagel =Customaer Sarvice «Halp/FAQ

|:"|'r'|:-ur Hama El Your Profilas ﬂ.‘r'nnu' Parked Carts E Your Orders "‘I"ﬂ.‘mr Cart
containfbamas §i.00

Upon entering your “User ID” &
“Password” on the “GSA Global
Supply Start Page,” your

personalized home page will be
displayed.

Global Supply s

. Your Reiiable Governmend Source

Welcome back John Doa

Friday &prl 18, zo01

G.i-i,-'l Global Supply /s here!

Welcomie to GS5A Global Supphy -- G54 Global Supply = the source far all your product needs,
from peper clips to paint, When you arder from G54 Global Supply you can order at any teme
and are guarantesd full compiance with govemment acquisiton podcies and soCio-Sconomic
regulations. And G54 pravides accountability fram order mitiation through delivery and biling.

You can begin shopping by
entering keywords in the
“Search/Browse” box.

WAy do sl
Oi5A Gilfobal Supph

1. Searchitirosss

| Advanced Search [ Gol
2. Quilck Ordar

Frdes Wik Frubiei |1lah.lll.'||.'!|l

| @
o, Re-Order from l.l"rlvimu Ordar m
4. FEDSTRIF/MILSTRIP [ o]

5. Ordur from your Farkd 1 £ you know the NSNs, try using the

“Quick Order” feature. Just click on
the “Go” button to begin entering
your NSNs.

b Hequamition Status

Your two most recent orders
will be displayed here. To view
the order, click on “Details”.

Eur Recent Order History

Click on any order to: Re-order indiidual items, ©
find wendor contact infommaton, reconcile your in

Order History Oplicns
Smare b Dnlir Histary by Daba
Cate;

I roan

[#ar 2] [12 5] [0 5]

a 04/18/03
[2r =l [1a =] [2003 =] @D ;.;:'_":EEEH A

FuEnGeEf

e

50260

i
femerh Omler Histasry Fow

Pl rumbar _:1 $I;E}‘|4.ﬂu
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[Log off |

» Help /FAQ

E1¥our Hame 3 Yaur Prer

Use the refined search to conduct a

. h s i . . . The “Search Results” page displays
s Global Supply Search Within Results”. This will F a listing of the items that matched
vaur Fsiianie Governmed  NEIP YOU further narrow down the your keyword search
Fetday Aprd 18, 2083 number of items displayed from -
Your seanch on "Coples Paper’ produce your initial search.

If you are ready to purchase, enter
WTRIREVERRN, .« P your “Qty” in the box and click on

fﬁuunh:l i

Advanced Seach HasshTies  Eafne Sewch Setions “Add to Cart”.
iterns 1-25 of 84 g1 2% {igeng B W Ualuire digeount Sart Wyt | Iasl Fedenaani ﬂ
MSH Mir. Part Ho y

—— — - gl e
5300 1- 398 - 20E: Copier Paper $8.22 py | P
FMeon Gresn, Bres B:007 2 11%, QuslRy nean-celored copier pager ix idasl for gromctional = Lemy
rmigtarinle oo gy proact whisre pea sant to cateh gRmEanE 't BYE, |_!'_:_:J_'\-_-._.L|_._‘:r_|:l_i!r_:._ £ ]
[ L Tec i TR, T !
" @ I b .'="

Coplar Papar

T530-01-359-2RE]

$8.22 iy - Wil
FMeon Blys, Sige 8-L"'3 & 117, Cunkky neon-cnlorsd coplar papsr i el fer promaticnsl - e
migtarialy o gy pavjact whard poad want to cabtch gomidareE aya, | Moaw peoduick data |
N P Ta ST T, T
. ferr
[aEA]

v
7530-01-353-26E0 Coplar Papar %6.22 1y [ Wil
Menn Finks Sizel 8-L'7 8 117, Qunkty rpon-inloned coplar papar ip aheal for peomstmnsl X .
matariy g project whang v Bank to cabch somaona’s ey, [ Moee penduct daksis |

Fgrn T gdormri WA
Rl H&n

You can view detailed information
about the product by clicking on
the “NSN/Mfr Part No.”.
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[.M | &YYour Home 3 Your Profiles WY Your Parked Carts El Your Orders I Your Cart

contains literns % 109.00

The “Product Detail” page

... Your Reliable Government Source displays important product
_P : information including price, plevr search -
e unit of issue, min/max order, .
Friday Al 23, 2003 pdwanced Search

volume discount, F.O.B., etc..

Anti-Sabotage Inspector Lacquer [SEALING comMPounD] Review this information
thoroughly.

MEM/ M Part Mo, 8030-01-221-9101

Description: Pink Organic Products P/N F-900 Torque Seal. An anti-sabotage, inspector's lacquer for
use over fasteners to detect warranty tampering, wibration loosening, and sabotage. Use on
compression fittings, studs, nuts, parts, and assemblies after they are in proper torque or gooition
Adheres to metals and most other surfaces, 6-month maxzimum shelf life (extendable
( ) If you are ready to

To Order: Select delivery time and click 4dd. When applicable, discounts will be reflected § PUrchase, enter your
based upon the quantity ordered. “Quantity” in the box

and click on “Add to

Quantity : | (» Add to Cart ) _ Cart”.

Description shown abowe is for contractor @ G54, Click on MSMN or Mfr.Part Mumber below to view other contractor descriptions.

Delivery Time = 10 days ship
Unit Price $1.57
nit TU 0.500000000 OZ
Calaor Pirk
Contrackar [c1=7-%
Manufacturer M/ A
mfr. Part Murnber 2030-031-221-9101
MEM 20320-01-221-9101
Stock Stat Direct Deli A A
o a u; $|re elivary If your Shlpplng
Min, per Order 1z.00 o
Mase Per Order address is not CONUS,
—_— Origin make sure we ship to
Volurne 1-24 $1.57 your location.
Dizcount S +1.09
450 - 999 1,06
1000 - 9999 $1.01
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|Lag =l | Soovour Homa B Your Profiks W™ Your Parked Carts B vour Orders & Youwr Cart

arml § 1 s a8

The “Your Current Shopping
Cart” contains the items you

... Yowr Reliable

have selected to purchase. To change your shipping
}f . _ address, by line item, click here: "_w
HEF L HFFERT afdgreing Car
Friday, Ageril L@, 2002 Edvancad dgerch
WARHIHG: TF v HAWE TO LEAYVE THIE CART FOR J0 MIMUTES OF LOHGER, BE SUIEE TO P& E THE CART TO AUWVSID LOSIHG YOLE DATHA.

Hirbs-r HEMMET. Part Ho. rit Frice Oky Tetnl Price IEermn Dwksile FELETEIR Esmoes
Fadl-01-329H- 2682 SH.22 pm |;- LAG4. 40 I Btack SRS TR DF r~
W 0 changs ASddrsgs

Cart Total: $164,40 [ Update Cart ) (b Park Cart | (» Chockout )

If you make any “Qty” changes to the /

cart, make sure you click on the
“Update Cart” button.

You may park the cart at any time by
clicking on the “Park Cart” button. The
cart can later be retrieved by clicking on
the*“Your Parked Carts” link.

When you are finished
shopping, click on the
“Checkout” button.




Seu'en:x' Method of Payment After clicking “Checkout” you

Friday April 18, 2003 Purchase card customers may will need to select a payment
select a card from the one(s) method. This is “Step 1” of the
entered in their “Profile”. checkout process.

(1. Step One

Purchase Card
Choose a Purchase card from your current Profile: | _ Colect Purchase Card - j
Or, you may enter a new Purchase
Enter a new Purchase card. Card in the bOXGS prOVidEd.
Purchase Card Number :
Name as it appears on card : You may select from two billing
Expiration Date : - - =in ~ ne options. Choose “Line Item
m o Month J fear J Billing” to see each item listed
Billing Option : Line itern Billing j_ on your Purchase card
= = = statement. Select “Consolidated
¥ Continue | S .
Billing” to see only one line
or with the total for your entire
. o
Activity Address Code
Choose an AAC from your user Profile: I - Salact AAC - j AAC Customers may select an
_ AAC from the one(s) entered
Enter a new AALC. in their “PrOfile”.
AAC: Upon selecting your payment method,
Password: — click on one of the “Continue” buttons
) § to submit your information and
¥ Continug | _ proceed to “Step 2”.
Apply For AAC & Apply for Password

b Back to Cart |




.‘/Ef’ff}" Your AAC Purchase Information “Step_2” of the checkout process,
Wednesday April 30, 2002 verifies your personal data and

shipping address information.

(2. Step Two

Customer Information

First Mame: John
Last Mame: Doe Check your “Customer
Phomne: 703-555.5555 - Information”. Click on

' e “Update” to make changes.
Fax:
E-Mail: john.doei@gsa.gov
Agency: GSA

[ » Update |

Please Enter your Fund Code

Attention DOD Customers: For accounting purposes we are requesting that you provide
the proper Fund Code with your order. This two -digit code indicates to GSA that funds

are available to pay for the material being ordered, and authorizes its release.
' If you are a DOD customer you

Please verify or enter the fund code below. will see an edit box to enter
If you are unsure which codes to enter, please contact your servicing Budget;/Financial you_r -l_:und code for the order.
Management Office for assistance. This is a two digit code that
tells us that funds are

Fund code: I _ available.




; Continuation of “Step 2" of the
Shipping Information checkout process.

Cwerseas Custamers @ enter APQ/FPO mail address here, Enter city as
AP0 ar FPO, enter state as &b, AE or AP

. Your “default” shipping
* A : __
ey GEAFSS address is shown here. If no
* pddress 1: address is displayed or you
Bogus =t )
wish to use an address from
Address 2: your “Profile,” click on the
Y “Edit” button. If you enter a
City: Atlington new address in these boxes, it
* . — will be used for this order only
State: WA - Yirginia | and will not be saved in your
* Zip code + Zipd: 220902 “Profile”.

(e Edit

Individual Receiving Information

Please enter the name and phone number of the individual receiving the shipping.

Firct N _ Enter the name and phone
wstName: [ opy _ number of the individual who
is to receive the order.

Last nanme:

Doe

Phone: 703-555-5555

Click “Continue” to go to “Step 3.

i ¥ Back to Cart | | » Continue ;_
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Log off | {f21Your Home (3 Your Profiles  WW Your Parked Carts [ Your Ordare W Vaur Cane

: “Step 3” allows you to
R T review and edit your
GS:‘ G!ﬂbﬂf’ SUPP.\’}' “Requisitions™.

... Your Reliable Government Source

P rocess Your Order

Friday Apwil 25, 2003

The table below lists all of yvour G54 Requisitions. ¥You can go to a detailed Requisition by selecting the PO#, You may
enter your agency appropriation data for each GSA Requisition line item if you select OPTIOMAL under the Approp.
Data heading. Mone of your arders will be processed and finalized until vou select the "Process Order" button,

Some orders require that additional information be entered

order and additional information is required, you will be ask] 1T “yes” is displayed under
required data, “FOB Origin,” there may be an

Clicking on this link will give _ _ Zgggéoga'uih'pp'”g NI
You may e you information about GSA. 2taill, ar s Yy us. e the checkout
process,

(3. Step Th

empt to finalize your
I]age to enter the

rs/ Requisitions
PO Mo, WerMor Murmmber of Iterms  Order Total Multiple Ordering Addresz FOB Origin Approp, Data Cancel Order

GSA GSA 1 £109.00 MO MO QOPTIONAL [T
Grand Total: $109.00 t
O iterls) sent to e-Buy If “Required” is displayed under

“Approp. Data”, you will have to
- " p p enter the appropriation data in
Click on the “GSA” link to ¥ Park Cart :J |_¥ Process Order | the requisitions screen. Click this

view the requisitions. link to enter Appropriation Data.




*GSA *Global Supply *Security *What's New +*Advantage! +*Customer Service *Help/FAQ

[.“’5' off :| f2Your Home 3 Your Profiles ™% Your Parked Carts El Your Orders W Your Cart
contains literns % 164,40

&Y\ G/obal Supply

... Your Reliable Government Source

Carefully review all information
on the “Requisitions™.

G.’:TA Order / Requisition

Friday April 18, 2002

shipping address(es): e

i : MSMN/MFr Part Mo, Description Qty Price  Total Ship To Appropriation
e Price Data
GEA/FSS
Bogus St. 7530-01-398-2682 Copier 20 $8.22 $164.40 1 ot

: Paper LApplicable-

arlington, Ya 22202
LS Grand Total $164.40

After reviewing
= .

Shipping GSA - ‘ (» Submit |
Address(es) entered Order/Requisition

for the item(s). informatio_n, click
on “Submit”.




*GSA *Global Supply *Security *What's New #*Advantage! =*Customer Service +*Help/FAQ

[.M | (2Your Home (3 Your Profiles ﬁﬁ‘ﬁaur Parked Carts El Your Orders I Your Cart

contains literns/$ 164.40
Y\ Global Supply ™

... Your Reliable Government Source

Carefully review all information
on the “Requisitions™.

G.’:TA Order / Requisition It you wish to SMEE
Appropriation Data item-wise,

Frid Aprl 18, 20032 - -
nesy At you can enter in these fields.

Shipping address(es):

MSN/MF Part Mo, Description Qty Price  Total Ship To Appropriation Data
Address 1. Pri
rice
554 FS5
ADVANTAGE SYSTEM 7530-01-398-2681 Copier 20 §B8.22 f1p4.40 1
FERSOMMEL Paper
1941 JEFFEESOMN DaAVIS HW?Y
STH FL Grand Total %164.40
ARLIMGTOMN, YA 22202
LIS L .-
Enter Appropriation Data: Enter Appropriation
(for all other items) Data for your whole
e, order here.
i Submit
Shipping

When you are finished
reviewing the Requisition
and adding appropriation
data, click on “Submit™.

Address(es) entered
for the item(s).




*GSA *Global Supply *Security

[_’-“9 il | t2Your Home (3 Your Profiles

P rocess Your Order

Friday April 25, 2003

*What's New =*Advantage! =Customer Service =Help/FAQ

... Your Reliable Government Source

ﬁg‘r"nur Parked Carts El Your Orders W Your Cart

containsliterns % 1009000

The table below lists all of yvour G54 Requisitions. ¥You can go to a detailed Requisition by selecting the PO#, You may
enter your agency appropriation data for each GSA Requisition line item if you select OPTIOMAL under the Approp.
Data heading. Mone of your arders will be processed and finalized until vou select the "Process Order" button,

Some orders require that additional information be entered at the Purchase Order level. If you attempt to finalize your
order and additional information is required, vou will be asked to go to the Purchase Crder detail page to enter the

required data.

You may either review your individual orders in detail, or simply press "Process Ord To cancel the order, check

process,

( 3. Step Three

Purchase Orders/ Requisitions
PO Mo, Wendor Mumber of Items

Crd

When you are finished
verifying the information, click
on the “Process Order” button.
After clicking this button, you

will no longer be able to
modify your order.

$109.00 MO MO

the “Cancel Order” box.

n Approp, Data Cancel Order

COPTIONAL [T

O item{s) sent to e-Buy

Grand Total: $109.00

(¥ Back to Cart | (»ParkCart | (» Process Order

AL




*GSA *Global Supply *Security *What's New +*Advantage! #*Customer Service *Help/FAQ

[“’9' off | 2 Your Home [ Your Profiles W% Your Parked Carts = Your Orders T When your order has been

r sl processed, an “Order

MY Global Supply Confirmation” will be
... Your Reliable Government Source displayed. Please print this
Omr er Confirmation

page for future reference.
Friday April 18, 2003

G54 Global Supply Session Mo, Below is a summary of your purchases on GS5A Global Supply. E-Mail confirmation for processed
350262 items will be sent to your Membership E-mail address. We also encourage you to print this page for
future reference.

Ordering Officer:
GSA Global Supply Orders: The following itemi{s) have been successfully received by GSA and are

John Doe ) _ ) . .
scheduled to be delivered in the timeframes shown., To obtain status on an item, go to "vour Orders"

Date: on the GSA Global Supply Main Menu, or contact the Mational Customer Service Center at
0D4/18/03 09:36:23 AM 1-800-488-3111.
Phane Ko £
7032-555-5555 Fequisition Mo, MEHN Jty Unit Delivery Price Total Ship ta

i GY4vKT731082217 7530-01-295-2682 20 RM  2-7Days [(Conus) $8.22 4$164.40 i
Shipping Addresses: Copier Paper
B Order Total : $164 .40
GSA/FSS
Bogus St
Srglmgtnm L ealo ‘¥ logoff ) (» Continue Shopping

You have now successfully checked
out and your order is complete!!




e LR AT T IR R - R LU E L EURR L ELE L RIS | ot’s now look at the features of the
|Log off | Byyour Home BRI B e o ] user “Profile”. This can be accessed

epYN\ G/obal Suppl!

-

[]pdu[e Your FEDSTRIP Ordering Inforn] your personal information

Friday Apeil 18, 2002

Routing ID:
GS5A

Media & Status:
Ia"—'l.

Julian Date:
|31 03

Signal Code:
Ia"—'l.

... Your Reliable Government Sout| The “Update Information”

by clicking on the “Your Profiles” link
at the top of any page.

section allows you to edit

including your name,
address, agency, e-mail
pistibution o4 address, etc. This is the
data you entered during
registration.

-

Prority Code: —

IIIIS ||:||:|

Advice Code: Project Code:
Required Delivery Date: Entar an ﬂﬂﬁ:l

-

Password: I

(¥ Submit

( T¥ourProfiles

b Update Information

(¥ Edit FEDSTRIP Data

{ k Edit Address Book
Cb-Edit Methods of Payment
[ kEChange Password




*GSA *Global Supply *Security *What's New

[_Lng off |

f21Your Home (3 Your Profiles

-

... Your Reliable Government Source

* Advantage!

ﬂg_"r'our Parked Carts

P ——
Global Suppl!

* Customer Service =Help/FAQ

Your Orders W Your Cart

contains0iterns %000

[]pdu!e Your FEDSTRIP Ordering Information
Friday April 18, 2003

FEDSTRIP customers may update
their ordering information by
selecting this link.

Routing ID:
GS5A

Media & Status:
Ia"—'l.

Distribution Code:

-

h-l

rority Code:

-

Julian Date:
|31 03

Signal Code:
Ia"—'l.

Advice Code:

-

Required Delivery Date:

-

(¥ Submit

Supplemental Address:

Fund Code:
IEI 0

Project Code:

-

Enter an AAL: I

Password: I

( }Ynur Profiles

—>

(b Update Information

C ¥ Edit FEDSTRIF Data

C ke Edit Address Book

(b Edit Methods of Payment

{_® Change Password




*GSA *Global Supply *Security *What's New #*Advantage! #*Customer Service *Help/FAQ
[_MJ {21 Your Home 3 Your Profiles WX Your Parked Carts ElYour Orders ' Your Cart

contains0iterns/$0.00

Global Supply e

... Your Reliable Government Source

M The “Address Book™ contains
y Address Book your shipping information.

Friday April 18, 2002

[ ;5 Your Profiles

: L { » Update informati
Use the tools below to create and edit addresses. Please note that an address has a name by which it is \ T LpCare nlormation

= x
known throughout the G54 Global Supply. address names should be descriptive enough to help you remembe \ X Edit FEDSTRIF Data

the detailed address that they refer to. {_k Edit Address Book

b Edit Methods of Payment

Overseas Custg i ss here. Enter city as APO or FPO, enter state as ¥ Change Password

AA AE OF AP Addresses can be

Mote ¢ Pleasze do viewed by CIiCking on tc. ) in the Address Mame

wddress Name | The “Address Name™. You should select one
ey address to be your
e * Address name  |Johin “Default Address”. This
Addressz will be the address
Address3 V¥ mMake this your default address, _ where orders will be
Addresss shipped, unless you
specify otherwise.
(» New Address * Agency [GeayFss il
* Address line 1 [Bogus St
Address Line 2 |
A a;jdc;ttljonall_ aigdress (t:ﬁn bISl |dingtan You can remove an address by clicking on the
Zrdeo? N ">t/3CtItC ngon e . ew — “Address Name” link. When the address
ress- button. you mus ['vA - Wirginia appears in the box above, click on “Delete”.
enter an “Address Name” and

fill out the data in the box on

(ru | » Delet
the right. » Update | (» Delete |




THE Your Profiles

Mum;gf’ my Methods of Payment

Friday April 18, 2003

Please fill out the information below to save a Purchase Card or 3

Card Holder name

Card Humber

Activity Address Code

Currently saved methods of payment

Card Number Expiration Data
wawg-Res-wea-0000  08/2005
Line Itam Billing

Your method of payment - Update Information

information may be viewed ¥ Edit FEDSTRIP Data

by selecting this link.

C¥Edit Address Book

Billing option

Edit Methods of Payment

I Line iterm hilling j { ¥ Change Password

Expiration Date y o

[Select =] [Select =] _ i_» Savy] Additional Purchase cards may
be entered here. Or you may

- add an AAC in the boxes

below. You may also enter
additional payment methods

AAC Password during “Checkout”.

(If Purchase Card, disregard)

I l':i Save

Card Type

All Purchase card and AAC

Purchase Card  Default I':l- Edit

. (¥ Delete |

information is saved here.

Card Numbear Expiration Data
weMk-a-Eenx-0002 - 06,2005
Consalidation billing

Expiration Date
08,2004

Card Mumber
s -Ees-0007
Line Item Billing

Card Mumber Expiration Date
ses=s==-0009 3552004
Consolidation billing

SAC Mumber
DEMIO

Status

Card Type
i =) 'l'.l. L St T
GOn Fiie £ ecomn

Purchasze Card

You can update a Purchase card’s
expiration date by clicking on “Edit”.

Card Type Status

Purchase Card  On File (b Edit

) (b Delete

Card Type Status

Purchase Card

On File (Edit ) (b Delete )

Status

Card Type
On File § ¥ Delete—

BAC

<=

If you are no longer using a Purchase
card or AAC, you can remove it by
selecting “Delete”.

Apply Far AAC B Apply for Passwiard
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containsOiterns/ %0.00

A i A
2\ Global Supply

... Your Reliable Government Source

O The “Your Orders” page

rder History, Status, Cancellation, and Re-ordering displays a query page where

Monday April 21, 2003 you choose to look at all
orders or look for a specific
order.

* Wiew all vour Orders

* Wiew a Specific Order: I

[Enter a Purchaze Order #, Requisition #, or a Session #)

* Wiew Your Orders by Date range: |Apr =21 =] 2003 =] thru |Apr ] 21 j 2003 =) (el

Do wou need to Beconcile a credit card statement?
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[.L“-‘? off ..| (= Your Home [3Your Profiles WX Your Parked Carts ElYour Orders I Your Cart

containsBiterns/$0.00

Global Supply

... Your Reliable Government Source

wh

Order History - Summary The “Your Orders” page Go!
Monday April 28, 2003 displays the complete history

of all your orders created in
GSA Global Supply orders.

The following table summarizes your online orders. Select the "Session K
arder,

Session Mumber Order Date Order
Total
Click on the “Session Number”
details of a specific order.
Y5EB 04/10/2002 £371.00
7EEE 04/10/2002 £371.00
7554 04/10/2002 £526.95
Y553 04/10/2002 £502.20
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[_M] f21Your Home (3 Your Profiles W5 Your Parked Carts ENETRe ] Here are the details of Session
contain #9666

... Your Reliable Government Source

MNew search
|

Advanced Search

Om‘er History, Status, Cancellation, and Re-ordering

If you have any problem in the
order you can file a

« ] discrepancy report by clicking
+» Z] on the “Requisition #” link.
* I

The status of your order will
be displayed under “Status™.

Session Date: 04/28/03 Session #: 9666 Session Total: $16.42
GS5A Requisitions Subimit
Rearder Itern # Requisition # Oty Price Total gz:: Status 513::5 Snll‘ijpdne-uen:t DE;::le TCHFGRL Cancel
I_ FSE0-01-398-2687 F1140431181509 1 #8721 #8271 2-7 Pending r
Copier Paper :Ad] COoOMUS 04/ 228/03
I_ F530-01-398-2681 F1140431181510 1 $2.21 $2.21 2-7 Pending r
Capier Paper M COMNUS 04fz8/03

Fequisitions Total: $16.42

You may enter a cancellation
request by entering a check in this
box.




*GSA *Global Supply *Security *What's New +*Advantage! #*Customer . I
Ton off | 5 View parked carts by clicking on
[.MJ tErYour Home (3 Your Profiles WY Your Parked Carts . ___ the “Your Parked Carts” link.

T e

I\ Global Supply "

... Your Reliable Government Source

Mum;ge' My Parked Carts

To view items in the cart, click
on “View Parked Cart™.

m\u ee————C| ] 3 Cart to your current Shopping Cart, or update a cart name/passwaord,

Cart YWiew Add Parked Cart Cart name:
Mumber Parked Cart to Shopping Cart Password |j|:|hn5|:ar1
131460 johnscart Retrieve no
1314a1 cart? Retrieve no NSN/Mfr Part Name
131462 delete Retrieve no Capier
131463 Testl Retrieve Yes 7530-01-3598-2681 Faper
i If a cart is password protected, 4 4
To open a cart that s enter the “Cart Number” and b Passwar Change/Add Password
[only if a password was asy 2 -
Password” here. Then, click on
Cart Mdumber: “View Cart’”. New password: I
I (k Vi Cart = Reenter new I
Passwrord: == g password:

| Click on “Add to Cart” to add the
items from the parked cart into your
current shopping cart.

ord

(» Update Cart | (» Add to Cart )

You may also forward a cart to ‘ (» Forward Cart) (b Delete Cart

another person, via e-mail, by
clicking on “Forward Cart”.
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